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RECOIMMENDED IMPROVEMENT FOR PILE MAIRNTERANCE

1. Subject File:

Do

e

noing with the next anmsl cut off (or with the Installation
of the recommended revisions to the file plan), use gtandiera
Tolers instead of ormor-ciad Polders.,

Justification: This file is cut off annwally and the yesrly
increments sre retired to the Archives after three years. The
standard folders are more than adequate to withstend the dayeto-
day reference requirements and use of the stendard folders offers
these adventeges:

(1)} At the time of retivement, eliminates the work of relabeling
and transferring materisl {rom the Armor-clad to the standerd
folders.

(2) ntanderd folders are avallsble frow stoek and thelr use
eliminates the diffieulties exporie.ced in obtaining additional
supplies of Awmmor-cled folders.

(3) Based on the estimated number of folders now in the file,
approximgtely two drswers of space would be saved by the
use of gtandard folders.

(#) The cost of standerd folders is approximately one-tenth
that of Armor-clad. :

To expedite filing snd ceference work, use second position file
fuides for the primery file hesadings and piace gLl folder Llabels
gt the legt. ‘

Justificetion: Pesis have proven thet straight line filing is
fagtest. Spreading the headings scross the draver is s misuse
of the guide positiong which should be used to group and quickly
lovate all iltems with some cormon factor. :

Discontimue faglening matorial in the Subject Files:

Justification: The use of fasteners rvequires 25 to 50 psrcent
more time for £lling. Refereunce to the subject files 1s ugually
for particular documents in the folder and not the entire foldes.
This mesns the time for pulling and refiling referenced meterial
oloo reguires 25 to 50 percent more time. With a charge out
systen strictly sdhered to and with access 4o the files genarally
mited to Reglsbry personnel, there is 1ittle possibility of
loss and wiefiling beecause of not using Fasteners.
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rastification: The interfiling of the folders for little-used
aifer material vith the curvently sctive materisl slows up filing
end refereuce work. It also takes move time to pull and box for
—_— , ™ ;.iw&*_
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meterial should be filed seprrately to

Approved For Release 2000/06/05 : CIA-RDP61-00423A000100040006-1



